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STRATEGY FORMULATION: DEVELOPING THE NPO’S ACTION PLANS TO
ACHIEVE DISTINCT RELEVANCE
Programme Code: NGOV5569

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO board members and management staff who are either formulators and/ or key implementers of
their organisation’s direction and strategy

LEARNING OBJECTIVES/ OUTCOMES:

At the end of the workshop, participants would have:

« Translated the VWQO's future strategic profile into explicit, time-specific strategic milestones or imperatives

» Identified and prioritised the critical issues that must be resolved in its quest to achieve ‘distinct relevance’

+ Developed action plans for each of the ‘High Priority’ critical issues in terms of ‘Results Expected’, ‘Key
Steps to Achieve’, ‘Owner’, ‘Completion and Review Dates’

» Learnt the critical factors that must be managed to ensure successful and timely execution

WORKSHOP OUTLINE:
Translating the VWO'’s future strategic profile into strategic objectives

+  Strategic objectives and strategic positions

«  Strategic positions relating to programmes/ services, clients, partners, sectors and geographic markets

+ ‘Offensive’ versus ‘Defensive’ positions/ objectives

«  ‘Strategic Objectives’ versus ‘Critical Issues’

* The ‘Six-Way Test’ to flush out the critical issues that are obstacles to realising the VWO's future strategic
profile

+  How to prioritise the critical issues and develop the resolution plan

*  The need for an implementation framework and the essential elements that are ‘musts’

»  Determine the ‘next steps’ for a timely and successful execution

DATE:
Block-booked basis

TRAINERS:
Mr Andrew Sng
Ms Ng Bee Leng
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— »  Decision analysis and application
»  Potential problem analysis and application
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STRATEGY EXECUTION FOR NPOS: TURNING YOUR DISTINCT STRATEGY
INTO ON-THE-GROUND RESULTS NOW!
Programme Code: NGOV5380

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO board members and management staff who are keen to transform their strategies into practical
outcomes

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

»  Document their understanding of the VWO'’s ‘already existing’ strategy and the critical issues that must
be resolved in order for the strategy to be successfully implemented

* Resolve these critical issues more expeditiously through the execution-related decision-making skills
learnt

*  Recognise the important components or facets of the critical issues and relative priorities through situation
analysis

» ldentify the root cause of issues when things go wrong during execution through Problem Analysis

+ Demonstrate ability to make more effective decisions to resolve critical issues through Decision Analysis

» Develop superior action plans to successfully implement decisions made through Potential Problem
Analysis

*  Apply creativity to resolve issues that require ‘out-of-the-box’ ideas through the creative process

» Define appropriate management structures to track the progress of critical issue resolution

COURSE OUTLINE:

What is strategy?
«  Situation analysis and application
*  Problem analysis and application

»  Creative process and application

DATES:
28 — 29 November 2011

TRAINER:
Mr David Wilkins
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WORKING WITH THE NON-PROFIT BOARD
Programme Code: NGOV5534

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO board members, executive directors and management staff

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

«  Define non-profit governance and the fundamental roles of the Board

* Recognise the roles of the Executive Director (ED) to ensure good governance

+ Identify ways in which the ED may assist the Board to govern more effectively as well as work through
some of the potential ‘governance pitfalls’

» Develop strong and effective board-ED-staff relations

COURSE OUTLINE:

*  What is non-profit governance?

*  How does governance differ from management?

* 10 roles of the non-profit board

« ED’sroles in governance

- Roles the ED play in: Strategic planning, managing risks, public relations and communications
- Conflicts of interest

Helping the board govern better through defined roles, policies and committees

Board-ED-staff partnership

- Board versus staff roles in specific areas

- Balance between ‘Partner’ (shared leadership), ‘Catalyst’ (proactive) and ‘Bridge’ (interface)
- ED-Chair relationship

+ Board members as a source of expertise: How to tap this source?

DATE:
18 November 2011

TRAINER:

Ms Nancy Frohman
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SENIOR MANAGEMENT PROGRAMME FOR NON-PROFITS

The Senior Management Programme for Non-Profits (SMPNP) is a leadership and management programme
designed to develop and enhance the competencies of executive directors and senior management of non-
profit organisations (NPOs). It consists of two levels — SSTI SMPNP (Core) and LKYSPP-SSTI SMPNP
(Advanced).

The objectives of SMPNP are to:

» Develop core competencies of executive directors and senior management of NPOs in the running of
their organisations

»  Provide executive directors and senior management of NPOs with an awareness and appreciation of
concepts and practices that are relevant and applicable to the management of NPOs

A) SSTI SMPNP (CORE)

The SMPNP (Core) is an eight-day programme for executive directors and senior management of NPOs with
less than three years of management experience in NPO settings.

There are seven modules, consisting of individual workshops identified in the SSTI SMPNP (Core), divided
into two themes:

GOVERNANCE, REGULATORY AND LEADERSHIP ESSENTIALS

+ Understanding the Regulations and Code of Governance for Charities and Institution of a Public Character
(IPCs)

* Leadership and Teambuilding for NPO Leaders

NON-PROFIT MANAGEMENT ESSENTIALS

*  Financial Management and Internal Controls for NPO Leaders

» Essentials of Human Resource Management

*  Volunteer Management System: Engaging Volunteers Systematically
*  Outcome Management: Making Outcome Measures Work for You!

*  Marketing and Branding for NPOs

DATES:
December 2011 — March 2012

Participants may sign up for the workshop modules in any order according to their schedules. They will be
awarded a Certificate of Achievement upon completion of each module. Participants who complete all seven
models with two years will be awarded the SSTI certificate in SMPNP.
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B) LKYSPP - SSTI SMPNP (ADVANCED)

(Offered in partnership with Lee Kuan Yew School of Public Policy, National University of Singapore)

This nine-day intensive professional programme is offered over three weeks for executive directors and senior
management of NPOs with at least three years of management experience in non-profit settings. Participants
who have attended the SSTI SMPNP (Core) are encouraged to attend.

There are 10 modules, also divided into two themes as follows:

GOVERNANCE, REGULATORY AND LEADERSHIP

*  Non-Profit Sector Landscape

*  Achieving High—Performance Boards

* Leadership: Non-Profit Stakeholder Relationship Management
* Leadership: Framing and Reframing Organisations

«  Strategic Management

NON-PROFIT MANAGEMENT

»  Social Entrepreneurship

«  Financial Management and Analysis

*  Performance Management

*  Social Marketing: Making a Case in Social Change
» Talent Management and Succession Planning

DATES:
February 2012 — March 2012

SCHOOL OF NON-PROFITS
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SMPNP (CORE): UNDERSTANDING THE REGULATIONS AND THE CODE OF
GOVERNANCE FOR CHARITIES AND IPCS
Programme Code: NMGT5431

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Executive directors and senior management of NPOs with less than three years of management experience
in NPO settings

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Relate to the Charities Act, regulations and the Code of Governance for charities and Institution of a
Public Character (IPCs) (Code)

* Analyse the possible implications of compliance

*  Apply relevant principles and guidelines from the Code

» Address challenges encountered by the charities in complying with the regulations

COURSE OUTLINE:
*  The powers of the sector administrators and Commissioner of Charities
- Key conditions for approval of a charity versus approval of IPC status
- Circumstances for removal of charities
»  Critical regulations governing charities and IPCs and principles in the Code and its implications
- Obligations of charities
- Compliance with specific regulations and the Code in the four broad areas
o Fund-raising (Includes 30/ 70 Rule computation)
o0 Use of donations or resources
o0 Reporting and disclosure
o Record keeping
- Requirements for large charities and IPCs
* Role of the board and management in ensuring that the organisation continuously reviews its compliance
with the Code

DATE:

To be confirmed

TRAINER:
Ms Alice Chua
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- Personal change profile
- Developing positive mental attitude
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SMPNP (CORE): LEADERSHIP AND TEAMBUILDING FOR NPO LEADERS
Programme Code: NMGT5426

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Executive directors and senior management of NPOs with less than three years of management experience
in NPO settings

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

+ Develop self awareness and understanding of others for building effective interpersonal relationships
with others

»  Determine the dynamics to motivate and influence others

+  Describe the key elements of team building and team work to achieve organisational effectiveness

*  Recognise the key traits for effective leadership

COURSE OUTLINE:
* Improving interaction: understanding self and others (profiling)
- Window on your world
- People are predictable
- Four personality types (DISC)
- Discovery of own profile
- Blending strengths summary
- Learning to work together
- Applications to workplace
+  Enhancing motivational skills
- Who motivates the motivator?
- Understanding the dynamics of motivation

- Motivating others
- Practical goal setting
- Teambuilding: Concepts and techniques
»  Teambuilding
- Essence of teambuilding
o Difference between a team and a work group
o Commitment
o Specific performance goals
o Six common mistakes in the tactics of teambuilding

SCHOOL OF NON-PROFITS
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- Investing in the team
o Degrees of delegation
o Stage of a relationship
o Feedback skills: Types, constructive & destructive, and tips
- Seven core competencies
o Questionnaire
o Under-usage; right usage; over-usage
* Leadership Update: ‘Being The Leader Others Will Follow’
- Introduction: taking a closer look
o Point: Things are not what they appear to be
- Leadership is a process, not a position
o Casting vision
o Inspiring performance
- Leadership equips people for high performance
o Making available resources
o Eliminating unnecessary obstacles
- Leadership is common sense and uncommon action
o Leading, not managing
0 Setting the example
- Becoming a leader of character and credibility
o0 Understanding the fundamental differences between competency and character
o0 Practising the micro-skill of praising
o Practising the micro-skill of apologising

DATE:

To be confirmed

TRAINER:
Dr Andrew Goh
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SMPNP (CORE): FINANCIAL MANAGEMENT AND INTERNAL CONTROLS FOR
NPO LEADERS
Programme Code: NMGT5428

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Executive directors and senior management of NPOs with less than three years of management experience
in NPO settings

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« ldentify a NPO’s financial statements and its components

« Review and analyse the financial statements

* Plan and manage the cashflow needs of NPO

* Recognise the areas of risk and establish control activities to manage risks

COURSE OUTLINE:
+  Financial accounting
- Basic accounting principles
- Types of financial statements applicable to NPOs
- Difference between accounting for non-profit and business organisations
- Explanation of items in the balance sheet, statement of financial activities and notes to the accounts
* Financial statement analysis
- Making complex financial statements simple
- The pertinent ratios
- The 70/ 30 fund-raising ratio
*  Cash flow management
* Internal controls
- Segregation of duties
- Proper authorisation
- Adequate documents and records
- Physical control over assets and records
- Independent checks
- Common cases of breaches in internal control

DATE:

To be confirmed

TRAINER:
Mr Suhaimi Salleh
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SMPNP (CORE): ESSENTIALS OF HUMAN RESOURCE MANAGEMENT (HRM)
Programme Code: NMGT5430

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Executive directors and senior management of NPOs with less than three years of management experience
in NPO settings

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

«  Explain Human Resource Management (HRM) functions and establish the role of HR in good governance
of the NPO

* Recognise HR strategies and processes in engaging and retaining employees

+  Determine how leadership influences HR decisions and how to sustain the organisation through sound
HR policies

COURSE OUTLINE:
Overview of HRM for NPOs
- Function and challenges of HRM
- Various labour legislations
- Code of Governance: HRM
- HR policies, procedures and their impacts
- Importance of HR metrics
« Strategic HR Planning and Practices
* Recruitment, Selection and Retention
»  Compensation
+  Performance Management
- Performance planning process
- Performance appraisals and feedback process
* Training and Development
- Strategic training (approach to meet organisational goals)
- Policies for managing training and development

DATE:

To be confirmed

TRAINER:
Ms Jenny Au
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SMPNP (CORE): VOLUNTEER MANAGEMENT SYSTEM - ENGAGING
VOLUNTEERS SYSTEMATICALLY
Programme Code: NMGT5432

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Executive directors and senior management of NPOs with less than three years of management experience
in NPO settings

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Describe the key values of volunteerism

* Identify the motivations and mindsets of volunteers

«  Profile the different types of volunteers in your organisation for the purpose of better deployment
»  Define the role of a volunteer manager

* Recognise the importance of a volunteer management system

* Identify the important features of a volunteer management system

COURSE OUTLINE:
Social concerns and volunteerism in Singapore
«  Different types of volunteers: Knowing your volunteers and their motivation
+  Expectations of volunteers
» Importance of volunteers to your organisation and to the nation
*  Volunteer lifespan: Entry, exit and re-entry
* Role of a volunteer manager
*  Applying selected key features of the volunteer management system to your organisation

DATE:

To be confirmed

TRAINER:

Ms Anne Marie Gutierrez
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SMPNP (CORE): OUTCOME MANAGEMENT - MAKING OUTCOME MEASURES
WORK FOR YOU!
Programme Code: NMGT5429

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Executive directors and senior management of NPOs with less than three years of management experience
in NPO settings

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

+ Define the key concepts and elements of Outcome Management (OM)
» Develop client outcomes, milestones and targets

*  Use client outcomes to drive learning and quality improvement

COURSE OUTLINE:
* Introduction to OM
*  How OM relates to an executive director’s work?
- Why use OM?
- Benefits of OM
*  How to develop client outcomes and milestones?
- Step-by-step guide
*  How to use outcome data for programme evaluation?
- Interpretation of data
- Programme development and improvement
¢ Implementing OM

DATE:

To be confirmed

TRAINER:
Mr Chan Whee Peng
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SMPNP (CORE): MARKETING AND BRANDING FOR NPOS
Programme Code: NMGT5427

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Executive directors and senior management of NPOs with less than three years of management experience
in NPO settings

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Describe the latest marketing concepts

» Identify the dynamic changes in the environment

+  Examine the what, why and how of brand management

+ Develop marketing and branding strategies that help NPOs achieve their organisational objectives

COURSE OUTLINE:
Sustainable marketing enterprise (outlook, architecture, scorecard)
« STV triangle (Strategy, Tactic, Value): Nine core elements of marketing
+  Positioning — differentiation — brand triangle
+  Segmentation, targeting and marketing mix
*  Converting the three main stakeholders
* Brand management for NPOs
«  Services marketing

DATE:

To be confirmed

TRAINER:

Associate Professor Hooi Den Huan
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LKYSPP-SSTI SENIOR MANAGEMENT PROGRAMME FOR NON-PROFITS
(SMPNP) (ADVANCED)
Programme Code: NMGT5433

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
Executive Directors and senior management with at least three years of management experience in non-profit
settings, and preferably those who have completed the SMPNP (Core)

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Be prepared for organisational transformation by learning to lead responsibly, ethically and strategically
+ Be transformed in the way they think, manage and solve problems in non-profit organisational settings

COURSE OUTLINE:
Non-Profit Sector Landscape
»  Achieving High—Performance Boards
* Leadership: Negotiations and Relationship Management
+ Leadership: Framing and Reframing Organisations
+  Strategic Management
«  Social Entrepreneurship
« Financial Management and Analysis
+  Performance Management
»  Social Marketing: Making a Case in Social Change
» Talent Management and Succession Planning

DATE:

To be confirmed

TRAINERS:
The trainers are faculty members of Lee Kuan Yew School of Public Policy, a centre of excellence for academic
study and research in the areas of public policy and administration.
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EFFECTIVE SUPERVISORY SKILLS FOR NPO MANAGERS
Programme Code: NMGT5079

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Team leaders, first-time supervisors, experienced line managers with no formal training in supervision

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« Identify the responsibilities, choices and roles of a supervisor in managing people
* Recognise key servant leadership principles and practices

+  Determine motivating and de-motivating factors to employee engagement

*  Monitor and provide effective feedback in performance management

» Distinguish barriers and benefits to effective delegation

COURSE OUTLINE:
*  Management in the non-profit sector
- Overview of current trends and management skills
- Identifying key leverage points from Jim Collins’ ‘Good to Great for Social Sectors’
*  Supervisor as servant-leader
- Exploring Robert Greenleaf’s Model of Servant Leadership in a non-profit environment
- Leading from inside out: Examining the leader’s light and shadows on others
*  Supervisor as delegator
- Barriers, benefits and steps to effective delegation
- Giving performance and developmental feedback
»  Supervisor as motivator
- Gallup’s 12 questions for engagement
- Different strokes for different people: Matching words/ actions to motivational needs
*  Supervisor as communicator
- Understanding personality differences and impact on communication
- Developing empathetic listening skills and building a participative culture with questions

DATES:
06 — 07 October 2011
16 — 17 January 2012

TRAINER:
Ms Anita Yap
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DEVELOPING YOUR COACHING AND MENTORING SKILLS FOR NPO
MANAGERS
Programme Code: NMGT5073

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

« Team leaders, first-time supervisors, line managers with no formal training in coaching and mentoring
skills

*  Current supervisors/ managers who wish to improve their coaching and mentoring skills

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« Distinguish coaching and mentoring as critical approaches to people developement that promote
commitment to learning, change, openness and results

«  Structure and conduct a coaching conversation to achieve specific results

* Recognise the blind spots which hinder a person from progressing in his development

* Recognise the value of coaching and mentoring as leadership skills to engage and retain employees

COURSE OUTLINE:
*  What's and why’s of coaching and mentoring
- Emerging trends in human resource development and talent management
- Distinguishing between coaching, instructing, mentoring, and counselling
- Characteristics of effective coaches and mentors
- Competencies versus capacities of coaches and mentors
*  Beginning the coaching and mentoring relationship
- How to identify potential coachees and mentees?
- Benefits of coaching and mentoring to the organisation’s performance management system
- ldentifying key outcomes and success factors of coaching and mentoring
*  How to conduct coaching and mentoring conversations?

DATES:
12 — 13 September 2011
01 — 02 November 2011
08 — 09 January 2012
01 — 02 March 2012

TRAINER:
Ms Anita Yap
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LEADING AND INFLUENCING NPO TEAMS
Programme Code: NMGT5100

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Managers and team leaders from NPOs and VWOs

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

Describe their personality styles using the DISC model

Discover their individual strengths and developmental opportunities based on an awareness of their
personality styles as well as leadership-related values and practices

Apply the best practices of effective leaders and relate them to their organisational context

Develop the mindsets and skills for effective empathic listening and performance feedback

Develop individual action plans to enhance their leadership/ managerial effectiveness

COURSE OUTLINE:

Self-Awareness and Personal Growth as a Leader

DISC Personality Profiling

How Values Drive Leadership Behaviour?

The 5 Best Practices of Effective Leaders (Kouzes & Posner)
Essential Leadership Skills Involved in Living Out the Practices

DATES:
20 — 21 September 2011

TRAINER:
Mr Alan Tea
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FOUNDATIONS OF SYSTEMS THINKING FOR NPO MANAGERS: TOOLS TO
THRIVE IN AN EVER-CHANGING WORLD - NEW!
Programme Code: NMGT5547

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO leaders and managers

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Recognise the value of systems thinking and implications of change arising from correlation of underlying
patterns and connection in their work circumstances

*  Apply causal loop diagrams, stock flow diagrams and four systems archetypes in order to understand
current realities, and identify recurrent organisational problems

»  Practise key personal and team learning tools to support development of systems thinking at team level

* Improve team problem-solving and decision-making processes to prepare for the uncertainties of the
future

COURSE OUTLINE:
Seeing the forest for the trees: Re-awakening our systems intelligence
+  Concepts of systems thinking
- Learning a new language of loops, relationships and delays
»  Systems thinking tool 1: Working with delays
«  Systems thinking tool 2: Recognising fundamental system structures in organisational life
«  Systems thinking vocabulary 2b: Applying fundamental system structures in organisational life
» Diagnose ‘real-world’ inherent and recurrent root organisational problems with systems thinking
- Case studies of various NPOs

DATES:
04 — 05 October 2011

TRAINER:
Mr Noel E K Tan
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SYSTEMS THINKING FOR NPO MANAGERS: THE LEADER AS A CATALYST
FOR TEAM INSIGHT (INTERMEDIATE) - NEW!
Programme Code: NMGT5645

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

*  NPO or VWO leaders and managers
» Participants should have attended ‘Foundations of Systems Thinking for NPO Managers’

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

+  Complete their tool-kit of graphical systems thinking tools gained in the Foundations course, with the
learning of another four systems archetypes

« Ultilise these tools in concert to diagnose their organisational situations

* Achieve shared understanding and learning with their teams on their organisational circumstances

+ Lead their teams in getting to the root of persistent ‘wicked problems’ and move to a wider, systemic view
of organisational life

+ Gain an anticipatory outlook to prepare for the uncertainties of the future and improve team problem-
solving and decision-making processes

* Gain a leadership approach that best nurtures systems thinkers in organisational life

COURSE OUTLINE:

»  Reuvisiting key systems thinking tools

* Recognising fundamental system structures in organisational life

* Harnessing graphical tools in concert to build alternative solutions to organisational problems

« Diagnose ‘real-world’ inherent and recurrent root organisational problems with systems thinking
- Case studies of various NPOs

*  The organisational leader as systems thinker
- Case studies

DATES:
20 — 21 February 2012

TRAINER:
Mr Noel E K Tan
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BUILDING AN ENGAGED ORGANISATION THROUGH PASSIONATE
LEADERSHIP (FOR NPOS)
Programme Code: NMGT5511

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
Executive directors, line managers, supervisors, HR managers, and any person who values passion in
his or her workplace

« Participants are required to complete an online PassionWorks!™ diagnosis survey before attending the
workshop

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Determine what drives employee’s passion in non-profit work

» Identify and overcome barriers to employee’s passion

+  Use PassionWorks!™ as a framework for staff engagement and team leadership

COURSE OUTLINE:
* Understanding passion at our workplace
- Examine what drives passion in non-profit work
- Benefits of passion: Self, team, organisation and the non-profit sector
* Understanding PassionWorks!™ Model
- Definition of passion: Meaning and progress
- Key drivers and blockers of passion
- ldentifying dominant phases of employee engagement and various coaching solutions
- Defining the role of leadership within PassionWorks!™
* Understanding and engaging teams
- Three primary relationships
- Alignment of core values and stakeholders’ expectation
+  Coaching staff/ team using PassionWorks!™ as a framework

DATES:
10 — 11 November 2011

TRAINER:
Mrs Magdalene Sik
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DEVELOPING AND SUSTAINING SOCIAL ENTERPRISES (ENHANCED!)
Programme Code: NFIN5286

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Board members and executive directors who wish to develop or improve their social enterprises to ensure
long-term sustainability

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Appreciate the social enterprise as a learning organisation

» Describe services marketing for social enterprises

+ Develop a competitive advantage strategy for social enterprises
« Initiate DNA transformation for sustaining social enterprises

COURSE OUTLINE
The EDGE in social entrepreneurship
* Role of the social entrepreneur
«  Strategic social entrepreneurship
» Distinctive aspects of services marketing
+ The art of generative conversation for social entrepreneurs
»  Focus your vision: Seeing the extra-ordinary from the ordinary
»  Social enterprise: The learning organisation
* Learning disabilities in social entreprises
+  Case clinics
* In search of innovative social entrepreneurship: Old ideas and new ideas
« Dance of change
»  Power of the new social technology: The U-Process

DATES:
10 — 11 October 2011

TRAINER:
Dr Ben Chan
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DEVELOPING BUSINESS PLANS FOR SOCIAL ENTERPRISES (ENHANCED!)
Programme Code: NMGT5527

TARGET PARTICIPANTS/ADMISSION REQUIREMENTS:

Board members, executive directors and managers who wish to develop social enterprises outfits for their
NPOs

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Convert ideas into a business proposition

» Design appropriate business model for their social enterprises

* Use quantitative and qualitative data to build appropriate business model
«  Employ techniques in writing and presenting social venture business plan

COURSE OUTLINE

Philosophy of business plans for social enterprise
Creating your social enterprise

Market and marketing research

Industry analysis

Managing cash flow budgeting

Industry synthesis

Business modeling

Writing business plan

Presenting business plan

DATES:
12 — 13 October 2011

TRAINER:
Dr Ben Chan
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MEASURING SOCIAL IMPACT FOR ORGANISATIONAL SUCCESS
IN NPOS - NEW!
Programme Code: NMGT5449

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Board members, executive directors and senior managers from VWOs and NPOs who are interested in
learning about social impact measurement tools

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

»  Evaluate the benefits and importance of impact measurement to their organisations

«  State and describe the universal metrics which are used for measuring social impact globally
»  Determine the processes and methodologies for measuring impact

» Develop indicators to measure the social impact of their organisation’s work

COURSE OUTLINE:
*  Why Measure Impact?
- Overview of benefits
- What impact does the work of your organisation have?
*  How Should Impact be Measured?
- Introducing methodologies for measuring impact
* Case Study
*  How Should NPOs and Their Stakeholders Collaborate on Impact Measurement?
- Designing indicators to measure impact

DATE:
31 August 2011

TRAINER:

Ms Durreen Shahnaz
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FACILITIES MANAGEMENT FOR NPOS
Programme Code: NFMT5544

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO board members, executive directors and management staff responsible for facilities management

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Develop a safe, functional and supportive facility for clients, families, staff and visitors

+  Manage the facility, equipment and people to reduce and control hazards and risks

+ Design a safe and efficient working environment that contributes to staff welfare and satisfaction

«  Establish public trust in the NPO’s concern for ensuring client safety and provision of quality of care

COURSE OUTLINE:
*  Leadership and planning
- Comply with relevant laws, regulations and facility inspection requirements
- Implement, show progress and meet applicable requirements or approved alternative requirements
- Plan and budget for upgrading, replacement etc
- Ensure safety, health and security of physical environment
- Educate staff on their roles in providing a safe and effective environment
- Strategic planning
- Business continuity planning
- Risk management
«  Effective management including planning, education and monitoring
- Planning of space, equipment and resources needed to safely and effectively support the services
provided
- Educate staff on facility, how to reduce risks, monitor and report situations that pose risk
- Performance criteria used to monitor important systems and identify needed improvements
- Qualified personnel to oversee planning and implementation of programme to manage risks in the
care environment
- Strategic vendor management and relationship management
- Fixed assets management
« Development of service manuals (written plans) on safety, security, emergency management etc

DATE:
19 September 2011

TRAINER:

Dr Uma Rajan
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CHARITIES ACCOUNTING STANDARD AND ITS APPLICATION — NEW!
Programme Code: NFIN5652

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Finance and accounting professionals of charities tasked with the preparation of the charities’ financial
statements. This workshop is not meant for personnel without accounting background.

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« Distinguish between the requirements of the Charity Accounting Standard (CAS) and the Financial
Reporting Standards

« Differentiate between the CAS and the Recommended Accounting Practice (RAP6): Accounting and
Reporting for Charities which it replaces

*  Apply the principles underlying the preparation of the Statement of Financial Activities

*  Prepare simple financial statements based on the CAS

COURSE OUTLINE:
Introduction of the new Charities Accounting Standard (CAS)
- CAS and Financial Reporting Standards (FRS)
- Guiding Principles
+  Statement of Financial Activities (SoFA)
- Differences between Income & Expenditure Statement and SoFA
- Income: Basic Principles and Recognition
- Components of Income
- Expenditure: Basic Principles and Recognition, Support Costs and Apportionment
- Components of Expenditure
+ Balance Sheet
- Structure of Balance Sheet
- Components of Balance Sheet
»  Other Matters to be covered in the Notes to the Accounts
- Pertinent areas for charities

DATES:
13 — 14 September 2011
21 — 22 November 2011
18 — 19 January 2012

TRAINER:
Mr Suhaimi Salleh

‘ \ SCHOOL OF NON-PROFITS



178

FINANCIAL ACCOUNTING AND APPLICATIONS FOR NON-FINANCIAL
PROFESSIONALS OF NPOS
Programme Code: NFIN5090

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO managers and executives without accounting background

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Recognise a charity’s financial statements and its components

*  Apply the recommended format for income statement and balance sheet
* Review and analyse the financial statements

COURSE OUTLINE:

*  General accounting principles for charities

+  Components of the financial statements of a charity

*  Overview of the Statement of Financial Activities and its components
* Analysis of financial statements of an NPO, including financial ratios

DATE:
16 November 2011

TRAINER:
Mr Suhaimi Salleh
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BUDGETING FOR CHARITIES
Programme Code: NFIN5450

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO board members, managers and executives who are involved in the budgeting process.
Participants should preferably have some basic accounting background or have attended ‘Financial

Accounting and Applications for Non-Financial Professionals of NPOs’.

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Identify a charity’s financial statements and its components
»  Describe the process of budgeting in a charity

*  Prepare a simple budget for the charity

COURSE OUTLINE:

Overview of a charity’s financial statement

- Income and expenditure statement

- Statement of financial activities and its components
*  Budgeting

- Introduction to budgeting

- Functions of budgeting

- Steps in budget preparation

- Types of budget

- Monitoring the budget

- Budget variance analysis

DATES:
21 — 22 September 2011
08 — 09 February 2012

TRAINER:
Mr Suhaimi Salleh
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INTERNAL CONTROLS: AN INTRODUCTION TO ITS GUIDELINES AND
APPLICATIONS
Programme Code: NFIN5466

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO management and finance executives who wish to acquire knowledge on good internal controls
and applications

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Recognise that management is responsible for ensuring that internal controls are established

» Identify the good internal controls practices as listed in the NCSS Guide on Internal Controls

»  Specify components of the control environment and put in place good internal controls

» Identify control weaknesses and establish control activities to manage risks pertaining to major processes

COURSE OUTLINE:
* Internal controls guide
* Risk assessment
+  Control activities to manage risks
- Authorisation
- Computer security
- Conflict of interest
- Policies and procedures
- Reconciliation and verification
- Record retention
- Recording and disclosure
- Review and monitoring
- Safeguarding of assets
- Segregation of duties
- Supporting evidence and documents

DATES:
09 September 2011
11 January 2012

TRAINER:
Ms Sylvia Lim

SCHOOL OF NON-PROFITS




ORGANISATIONAL DEVELOPMENT: FINANCE

181

INTERNAL CONTROLS: REVENUE TO RECEIVABLE PROCESS, INCLUDING
FUND-RAISING
Programme Code: NFIN5629

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

» Finance/ admin executives who wish to acquire knowledge on good internal controls and application
pertaining to the revenue to receivables process

« Participants should have attended ‘Internal Controls: An Introduction to its Guidelines and Application’

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Interpret key financial ratios pertaining to revenue process

«  State sub-processes and key risk areas of revenue to recceivables process
» List the key control objectives of the revenue to receivables process

+  Provide examples of the key control activities and supporting documentation

COURSE OUTLINE:

» Key financial analysis pertaining to revenue to receivables process
- Receivables turnover
- Average receivable collection period
- Debtors ageing (e.g. value and % >180 days)
- Provision of doubtful notes balance as at year end
- Number of credit notes issued

«  Key control objectives of the revenue to receivables process

« Key risk areas and examples of best practice key control activities and supporting documentation of the
sub-process

»  Case studies application

DATES:
03 August 2011
02 November 2011

TRAINER:
Ms Sylvia Lim
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INTERNAL CONTROLS: PROCUREMENT TO PAYABLES PROCESS
Programme Code: NFIN5630

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

« Finance/ admin executives who wish to acquire knowledge on good internal controls and applications
pertaining to the procurement to payables process

» Participants should have attended ‘Internal Controls: An Introduction to its Guidelines and Application’

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Interpret key financial ratios pertaining to procurement to payable process

«  State sub-process and key risk areas of the procurement to payment process
« List the key control objectives of the procurement to payment process

»  Provide examples of the key control activities and supporting documentation

COURSE OUTLINE:

*  Key financial analysis pertaining to procurement to payment process
- Payables turnover
- Days payable

*  Key control objectives of the procurement to payment process

+ Key risk areas and examples of best practice key control activities and supporting documentation of the
sub-processes

DATES:
19 August 2011
15 November 2011

TRAINER:
Ms Sylvia Lim
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INTERNAL CONTROLS: GENERAL ACCOUNTING, FIXED ASSETS, INVENTORY
AND HUMAN RESOURCE MANAGEMENT
Programme Code: NFIN5468

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

VWO or NPO management and finance executives who wish to acquire knowledge on good internal
controls and application, in particular General Accounting, Fixed Assets, Inventory and HR Management

« Participants should have attended ‘Internal Controls: An Introduction to its Guidelines and Application’

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

+ Interpret key financial ratios pertaining to fixed assets, inventory management, human resource and
general accounting processes

«  State sub-processes and key risk areas of each of the four processes

« List the key control objectives of the four processes

*  Provide examples of the key control activities and identify supporting documentation

COURSE OUTLINE:
Fixed Assets and Inventory Management
+  Key financial analysis
- Fixed assets and inventory turnover
- Depreciation to fixed assets ratio
- Days inventory
»  Key control objectives of the fixed assets and inventory management process
» Key risk areas and examples of best practice key control activities and supporting documentation of the
sub-processes

HR and Financial Reporting Process
+  Key financial analysis
- Remuneration as a % of total expenses
- Staff turnover
- Average days for month end close
»  Key control objectives of the HR and financial reporting process
+ Key risk areas and examples of best practice key control activities and supporting documentation of the
sub-processes

DATES:
05 October 2011
02 December 2011

TRAINER:
Ms Sylvia Lim
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INTERNAL CONTROLS: REVENUE AND PROCUREMENT PROCESSES (FOR
MANAGEMENT) - NEW!
Programme Code: NFIN5631

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

*  Management/ managers who wish to acquire knowledge on good internal controls and applications, as
well as the risks of fraud pertaining to the revenue to receivables and procurement to payables processes

« Participants should possess basic finance and internal controls knowledge

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« Interpret key financial ratios pertaining to the revenue to receivables and procurement to payables
processes

» Recognise the early warning signs of potential fraud

*  Identify common forms of fraud concealment

+ ldentify preventive controls to reduce risk of misconduct and fraud

COURSE OUTLINE:
Key financial analysis pertaining to revenue to receivables and procurement to payables processes
»  Key control objectives of the revenue to receivables and procurement to payables processes
+ Key risk areas and examples of best practice key control activities and supporting documentation
«  Different types of fraudulent activities
«  Common fraud concealment activities
* Red flags: Warning signs of potential fraud
* Internal controls that can help to prevent or detect potential fraud

DATES:
07 — 08 September 2011
05 — 06 March 2012

TRAINER:
Ms Sylvia Lim
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DEVELOPING INVESTMENT POLICY STATEMENTS FOR NPOS
Programme Code: NGOV5362

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO board members

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

+  State the components of a well-written Investment Policy Statement (IPS)

« Establish how an IPS can help NPOs achieve its investment objectives and enhance its governance
+  Customise the IPS according to the needs of the NPO

COURSE OUTLINE:
»  Benefits of an IPS: From governance viewpoint
+ Understanding the various objectives and constraints of the investment instrument
- Risk and return objectives
- Investment time horizon and liquidity needs
- Regulatory and legal restrictions
- Tax considerations
- Other unique needs and circumstances
*  Trade-off analysis
- Return objectives
- Ability to take risk
- Willingness to take risk
+ Formulating strategic asset allocation that reduces overall risk while achieving returns within the
constraints of the investment instrument

DATE:
19 September 2011

TRAINER:
Mr Phoon Chiong Tuck
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MANAGING CASHFLOWS AND INVESTMENTS OF NPOS FOR NON-FINANCE
PROFESSIONALS
Programme Code: NFIN5104

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Board members, executive heads and senior management in NPOs and VWOs who wish to have a better
understanding of how to plan the cashflow cycle of their organisation as well as those who may have to
discharge the investment function

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Manage, plan and schedule the cashflow needs of NPOs

«  Establish the risk and return framework for investment

*  Plan, calculate and obtain the amount of investible reserves

+ Determine the factors to consider in investment and ways to invest their reserves

COURSE OUTLINE:
+  Cash flow management
- Cash flow cycle and components
- Use of cash buffers and planning for the timing and quantity of the cashflows in normal operating
period
- Working capital needs and investible reserves
»  Financial mathematics for investment
- Concepts of annuities, effective interest rates, principal amount, future and present values
- Time value concept of money
* Risk and return framework for investment
- Risk and return tradeoff
- Stakeholders’ concerns with respect to investment
* Investment for NPOs
- Prudent man rule for investment
- Formulating investment policies and practices
- Expecting returns and results

DATE:
02 December 2011

TRAINER:

Associate Professor Ho Yew Kee
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GST: WHAT THIS MEANS FOR NPOS
Programme Code: NFIN5405

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Managers and executives who require basic knowledge of GST concepts and GST treatment of issues faced
by NPOs

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Describe the basic GST concepts

«  State the requirements/ obligations of GST-registered entities
» Discuss issues specific to NPOs

COURSE OUTLINE:
+ Basic GST concepts
- Whatis GST?
- Concepts of output and input tax
- Time of supply rules
*  GST requirements or obligations
* Issues specific to NPOs
- What constitutes a supply for NPOs?
- Common receipts (donations, sponsorships, grants) that NPOs receive and whether NPOs need to
charge GST
- If GST is applicable, explain how GST should be charged
- Input tax apportionment rule specific to NPOs vis-a-vis general rules for claiming input taxes

DATES:
06 September 2011
07 March 2012

TRAINER:
Mr Richard Ong
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INTRODUCTION TO INTERNAL CONTROLS GUIDELINES AND APPLICATIONS
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BUILDING A FR-SAVVY BOARD: UNDERSTANDING THE REGULATIONS,
PRINCIPLES AND PRACTICES OF FUND-RAISING
Programme Code: NFRE5409

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO board members, Fund-raising (FR) committee members and executive heads

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Use various board development tools to build a FR savvy board

« State FR regulatory requirements and good practices in the Code of Governance for charities and
Institutions of a Public Character

» Develop a FR strategy for your organisation

»  Describe the Board’s role in ensuring organisational sustainability through FR

COURSE OUTLINE:

* Board development

- FR sub-committee job description

- Board nomination matrix

- Sample agenda for board induction

FR related recommendations by the Charity Council: Code of Governance
Board’s responsibilities in developing FR policies

How to present your organisation’s vision, mission and goals?
Eight guiding principles of FR

Psychology of giving: towards donor-centric FR

FR planning process

DATE:
02 December 2011

TRAINER:
Ms Usha Menon
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MAKING $ENSE OF FUND-RAISING
Programme Code: NFRE5103

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO executive directors, fund-raising managers and staff with key fund-raising responsibilities

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Develop a strong foundation in the general and functional areas of fund-raising and management
»  Create a donor-centric fund-raising initiative

»  Describe various fund-raising techniques

«  State the legal regulations and tax laws associated with fund-raising in Singapore

COURSE OUTLINE:
Psychology of giving
»  Donor-centric fund-raising programme
*  Fund-raising planning, budgeting and goal setting
*  Prospect or donor research, cultivation and motivation
+ Tax laws that are relevant to fund-raising in Singapore
» Legal rules and ethical guidelines for fund-raising in Singapore
*  Volunteer and staff management for fund-raising
*  Overview of fund-raising techniques

DATES:
19 October 2011
27 February 2012

TRAINER:
Ms Usha Menon
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WRITING IMPACTFUL FUND-RAISING PROPOSALS
Programme Code: NFRE5129

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Fund-raising professionals in NPOs or VWOs who wish to impact grant-makers with their proposals

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Describe the traditional forms of donor solicitation (through grant and sponsorship proposal writing)
Build a strong working relationship with grant makers

*  Prepare an effective grant proposal package to foundations and corporate sector

»  Report to the donor on the impact of their contribution to your organisation

COURSE OUTLINE:

Scoping the funding sources

Presenting your organisation through a proposal
Writing the proposal

Evaluating the proposal

Fine-tuning the proposal to meet donor requirements
Presenting the final proposal

Reporting to the donor

DATE:
17 November 2011

TRAINER:
Ms Usha Menon
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DONOR OUTREACH THROUGH SOCIAL MEDIA
Programme Code: NFRE5508

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
Fund-raising professionals in NPOs or VWOs who wish to reach out to and network with donors using social
media platforms

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

Apply contemporary methods of donor engagement (through internet or social media channels)
Build a strong working relationship with the online community

Present your organisation on the internet through a step-by-step fund-raising strategy development
Report to the donor on the impact of their contribution to your organisation

COURSE OUTLINE:

Psychology of giving through New Media and e-philanthropy
Presenting your organisation through the internet

Step-by-step online system development

Evaluating the New Media strategies

Fine-tuning the online strategy to meet donor requirements
Reporting to the donor

Debating the question: Internet for fund-raising — can it raise money?

DATE:
08 February 2012

TRAINER:
Ms Usha Menon
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IMPACTFUL PRESENTATION SKILLS FOR FUND-RAISING PROFESSIONALS
Programme Code: NFRE5058

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO executives who need to make presentations to potential donors and grantmakers

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« Identify the critical success factors to persuade with conviction and attract donations for NPOs
*  Apply the five steps to confirming an action

» Practice basic skills in body language that help project a positive image

»  Use various persuasive skills to get donors for various causes

COURSE OUTLINE:
* Understanding your audience

- Basic D-I-S-C method
*  Understanding the donorship process

- Getting and choosing the best donor for your cause
* Presentation strategies and tactics

- Using the motivated sequence
»  Basic body language and Neuro-Lingnistic Programming skills for effective presentation techniques
*  The methods of persuasion

- Mock pitches: Role play and video evaluation
» Developing a relationship with your client

- Learning to network
«  Capitalising on corporate social responsibility initiatives
»  Overcoming objections

DATES:
18 — 19 August 2011

TRAINER:

Ms Lorraine Kwek
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UNLEASHING THE POTENTIAL OF EXCEL: ACHIEVE BREAKTHROUGH
PERFORMANCE IN DONOR/ CLIENT DATABASE MANAGEMENT FOR NPOS
Programme Code: NFRE5126

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO marketing, fund-raising and database personnel with some basic to intermediate knowledge
of excel. The participants must know how to navigate around a worksheet, format cells, create a simple
template and enter simple formulas into the worksheet

* Participants are to go through the ‘Pre-requisite knowledge’ under ‘Target Participants’ at the SSTI
website before registering

* The course is conducted using Microsoft® Excel 2007

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Apply useful built-in functions in Excel for common decision-making scenarios in NPOs

»  Apply the functions learnt to manage monetary donations and extract relevant information instantly
+  Employ new ways of tabulating and managing data

*  Acquire skills to enhance the usefulness of the database for reporting purposes

COURSE OUTLINE:
Quick and accurate way to select records
*  Mastering the use of dates
*  Managing your mailing list and merging two lists into one
*  Unleashing the power of formulas
*  Removing duplicates in customer database
*  Analysing donation patterns
»  Making your report update automatically and consolidate data from multiple workbooks
*  Untapped power of pivot chart
+  Excel automation: Macro programming

DATES:
12 — 13 September 2011

TRAINER:

Mr Jason Khoo
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EVENTS MANAGEMENT AND ORGANISATION FOR NPOS
Programme Code: NFRE5088

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO executives who undertake events management and organisation

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Plan an event from conceptualisation to implementation

* Be more aware of the Do’s & Don’ts of organising events

*  Acquire skills to handle pre-event preparations and manage on-site operations

COURSE OUTLINE:
»  Event conceptualisation: Fund-raising events, public education events, events for beneficiaries etc
+  Event feasibility
- Engaging third party organisers
- Sponsorships and partnerships
*  Working with partners: Expectations management
* Pre-event preparations: Budget, logistics, programme, advertising and promotions
*  On-site implementation
- Pre-event set up
- Media relations
* Post event wrap-up
- Evaluation and report

DATES:
05 — 06 March 2012

TRAINER:
Mrs Magdalene Sik
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4 )

OPTIMISING YOUR NPO’S VALUE PROPOSITION FOR FUND-RAISING — NEW!
Programme Code: NFRE5617

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO staff who communicates their value proposition to their stakeholders

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Identify the unique features that give them a competitive advantage

* Give an ‘elevator’ speech that generates interest

»  Present their value proposition, and show concretely and specifically how they add value

COURSE OUTLINE:
Defining your value proposition in terms of benefits, not features
+  Using the direct comparison method to show that your organisation offers a superior package
+ Developing a database of prospects
»  Prospecting for new donors
»  Setting targets and achieving them
*  Making cold calls to potential donors
»  Tracking your closing ratio

DATE:
15 August 2011

TRAINER:

Mr lain Ewing
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ESSENTIALS OF HUMAN RESOURCE MANAGEMENT FOR NON-HR
PROFESSIONALS IN NPOS
Programme Code: NHRM5305

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

HR and non-HR professionals who are responsible for HR functions in NPOs

LEARNING OBJECTIVES:
Upon completion of the course, participants will be able to:
Explain the Human Resource Management (HRM) functions and how these functions support the NPO’s
vision and mission
Relate the role of HR in good governance of the NPO
Be equipped with the essential HRM knowledge and skills to handle the HR responsibilities effectively

COURSE OUTLINE:
Overview of HRM for NPOs
HR planning
Recruitment and selection
Compensation, rewards and recognition
Performance management
Training and development

DATES:
03 — 04 August 2011
09 — 10 November 2011

TRAINER:
Ms Jenny Au
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AN UNDERSTANDING OF THE EMPLOYMENT ACT AND ITS PRACTICAL
APPLICATIONS TO NPOS
Programme Code: NHRM5055

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

CEOs, executive directors, line-managers, supervisors, executives, HR practitioners or any person engaged
by NPOs or VWOs who are interested to know more about the Employment Act

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Describe the various provisions of the Employment Act

« Differentiate the rights of the employer and employees

» Address typical concerns pertaining to wages and employment practices

COURSE OUTLINE:
Employment Act: Background information
«  Basic contractual obligations
+ Payment of salary
*  Working hours
*  Compulsory entitlement
»  Protection of children and young persons
*  Termination and dismissal
»  Other Provisions: Retrenchment, retirement and transfer of employees

DATE:
13 January 2012

TRAINER:
Mr Chia Boon Cher
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AN UNDERSTANDING OF THE WORK INJURY COMPENSATION ACT AND ITS
PRACTICAL APPLICATIONS TO NPOS
Programme Code: NHRM5057

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
CEOs, managers, executives, supervisors, HR practitioners in NPOs and VWOs, and those who have to deal
with employees in the course of work

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Describe the important features and provisions of the Work Injury Compensation Act

+  Explain the legal obligations of NPO as an employer under the Act

* Identify types of staff covered under the Act

* Handle claims from employees with injuries from accidents or with occupational diseases contracted in
the course of employment

COURSE OUTLINE:
»  General Provisions of the Work Injury Compensation Act
- Coverage of employees in NPOs
- Claim entitlements
- Claim procedures
- Quantum and methods of calculations
- Accidents versus occupational diseases

DATE:
11 November 2011

TRAINER:
Mr Chia Boon Cher
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DEVELOPING YOUR HUMAN RESOURCE POLICIES (FOR STAFF AND
VOLUNTEERS)
Programme Code: NHRM5074

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
Management staff and HR practitioners from NPOs and VWOs

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Identify appropriate HR policies to support the organisation’s services
*  Design the framework and crucial components of HR policies

*  Get buy-in from employees and managers for new policy or revision

+  Summarise the policies in the employee handbook

COURSE OUTLINE:
* Introduction to HR policies
*  Developing the HR Policies
- Checklist and techniques for reviewing/ developing HR policies
- Policy process steps, contents and format layout
- Selecting appropriate policies
- Guidelines on policy writing
* Managing the HR policies
- Policies custodian (Responsibility and update)
- HR policy control (Security: Intranet and/ or hardcopy)
- How to review/ improve an existing HR policy
*  HR policy roll-out and communication
+  Documenting policies in employee handbook

DATE:
07 — 08 December 2011

TRAINER:
Ms Jenny Au
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EMPLOYMENT CONTRACTS FOR NPOS
Programme Code: NHRM5082

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
Management staff or HR practitioners of NPOs and VWOs

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

»  Explain the nature of an employment contract

*  Describe the common aspects of employment terms and conditions
» Identify the terms and conditions of new work arrangements trends

COURSE OUTLINE:
*  The employment contract
- What is an employment contract?
- Expressed and implied terms of employment
- Obligation to disclose information such as health conditions
- Common law obligations of the employer and employee
+  Sample clauses for common terms and conditions
*  New trends in work arrangements
- Monthly variable component arrangements
- Home-working and flexi-work arrangements
- Fixed term contract with cumulative benefits arrangements
- Options to implement flexible wage arrangements

DATE:
17 January 2012

TRAINER:
Mr William Thien
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ESTABLISHING A RECRUITMENT AND SELECTION PROCESS FOR NPOS - NEW!
Programme Code: NHRM5623

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Executive directors, HR managers, centre managers, supervisors, officers, executives, administrative
assistants or any staff who has the responsibility for recruitment and selection

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Recognise the importance of hiring the right people and the impact of staff turnover on a NPO

«  Comply to labour legislations in the recruitment process

+  Explain the human resource forecast process

+  Conduct human resource audit and job analysis

» Design job description and specification for the particular roles

» Design job advertisement and be aware of where to source for potential employees

»  Conduct individual or panel interviews effectively and to arrive at objective decisions in the selection of
qualified candidates

»  Design an effective employee orientation program

COURSE OUTLINE:

Impact of staff turnover on a NPO
» Essential aspects of the Employment Act
* Importance of human resource forecasts
*  Recruitment and selection
+  Employee orientation programme

DATES:
17 — 18 August 2011

TRAINER:
Ms Jenny Au
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DEVELOPING AN EQUITABLE COMPENSATION (SALARY) STRUCTURE AND
POLICY
Programme Code: NHRM5303

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
Administration managers, finance managers and HR personnel who are not trained in compensation
management but are required to develop and maintain the pay system in the organisation

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

«  Describe the basic techniques of defining and valuing jobs

+ Demonstrate how to systematically determine annual increment
»  Explain pay decision rationale such as annual increment

»  Develop processes and policy of salary structure

COURSE OUTLINE:
What is a compensation package?
*  Valuing jobs
- Job evaluation techniques
- Setting up the job structure
- Developing sub-grades
»  Setting up the salary structure
*  Market survey
- How to use survey properly?
- Interpreting survey data
*  Implementing monthly variable component
» Salary Increment
- The various basis of increment
- Increment matrix versus performance grades
- Compa-ratio consideration
- How to deal with those at the top and outside of the salary range?
+  Setting compensation policy

DATES:
20 — 21 October 2011
08 — 09 March 2012

TRAINER:
Mr William Thien
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MANAGING A PERFORMANCE-BASED REWARDS SYSTEM
Programme Code: NHRM5304

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Administration managers, finance managers and HR personnel who are not trained in rewards and incentive
management but are required to develop and administer such systems in the organisation

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Manage the process connectivity between performance grading and reward management
+  Determine broadly components in a reward and incentive system

»  Describe how to systematically determine performance variable bonus

COURSE OUTLINE:

+  Establishing the basis of measure

*  Recognition and reward characteristics
- The role of reward and incentive schemes in compensation management
- Types of reward schemes
- Designing key characteristics into the reward and incentive system
- Dealing with promotion as a reward

*  Performance bonus
- The basis of bonus
- Three tiers of reward: Corporate, team and individual performance
- Three approaches to reward
- Issues relating to ranking and bell curve

«  Connection between measures and rewards
- Avoiding system bottleneck

DATES:
16 September 2011
07 February 2012

TRAINER:
Mr William Thien
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EMPLOYEE PERFORMANCE MANAGEMENT SYSTEM THAT WORKS!
Programme Code: NHRM5081

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO HR practitioners, department managers and supervisors who need to design, implement or
manage performance appraisal system in the organisation

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Identify the relevant types of performance measures

»  Design the process to establish an effective link with the reward system

+ Manage the process connectivity between performance grading and rewards management
+ ldentify key implementation considerations

COURSE OUTLINE:
«  Strategies, goals and key performance indicators
+ Identifying performance measures
«  Designing the scoring system
- The scoring system for goal achievement and performance factors
- Linkage of the overall rating with section scores
* Linking performance and reward
- Methods to maintain credibility of the system
- Leniency, strictness and inconsistencies
- Absolute measure versus relative measure
- Types of rewards
«  System connectivity between appraisal and rewards
- Individual roles for salary determination, bonus and various rewards
- System bottleneck, misuses and abuses
»  Practical considerations for successful implementation
- Step by step guide to implementing the system
- How to get employees to be responsible for performance
- Necessary skills of an effective appraiser
- How to address common appraisers’ concerns

DATES:
08 — 09 September 2011
02 — 03 February 2012

TRAINER:
Mr William Thien
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CONDUCTING POSITIVE PERFORMANCE APPRAISAL DISCUSSIONS
Programme Code: NHRM5070

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO management staff who need to appraise subordinates and desire to improve their team’s level
of performance

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

»  Employ various techniques to diagnose poor performance

* Avoid the systemic errors and pitfalls of a performance appraisal exercise

+ Identify the most effective appraisal interview style

+  Conduct performance interviews with confidence and with a positive impact

COURSE OUTLINE:
The role of performance appraisal
- Relationship between performance appraisal and performance management
- Why most performance appraisal ‘fail’?
*  Employee self preparation
*  Appraiser preparation
- Techniques to diagnose poor performance systematically and basis of measure
»  Positive communication techniques for appraisal discussion
- The ‘Sandwich’ communication plan
- How to provide constructive feedback?
- How to acknowledge good performance?
- The ‘E-T’ technique that help retain control of facilitation
- How to close discussions positively?
- Further guidelines for conducting effective appraisal interviews

DATES:
15 September 2011
02 March 2012

TRAINER:
Mr William Thien
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GRIEVANCE HANDLING, DISCIPLINARY ACTION AND CESSATION OF SERVICE
FOR NPOS
Programme Code: NHRM5091

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Directors, CEOs, managers, executives, supervisors, line staff, HR practitioners in VWOs and NPOs, and
those who have to deal with workers and employees in the course of work

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Help staff resolve grievances
Enable staff to be amenable to counselling advice
Use standard disciplinary procedure for VWOs and NPOs and take justified disciplinary action
Recognise legitimate and legal grounds for cessation of service

COURSE OUTLINE:
Grievance and grievance-handling
Discipline and disciplinary action
Termination and dismissal
Dismissal without notice

DATE:
16 March 2012

TRAINER:
Mr Chia Boon Cher
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DISCIPLINE HANDLING TECHNIQUES FOR NPOS: HOW TO CONDUCT
EFFECTIVE WORKPLACE INVESTIGATIONS & BOARD OF INQUIRIES (BOI) -

NEW!
Programme Code: NHRM5627

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
All HR practitioners, general managers, operations managers, executives and supervisory staff who have to
handle workplace investigations and conduct BOI

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

«  Explain the importance of conducting workplace investigations to safeguard NPO’s interest according to
labour legislation

+  Conduct effective workplace investigations and BOI

+  Explain how the principles of natural justice apply in conducting BOI

COURSE OUTLINE:
Importance of conducting effective workplace investigation
*  Core Elements of ‘Due Inquiry’
+  PEACE process checklist to conduct investigations
* Investigation process
+  Board of inquiry
- Present employer’s case effectively
- Conduct effective and impartial hearing
- Handle possible problems which may occur at BOI
- Evaluate evidence using the credibility checklist
- Decide on appropriate penalty by management

DATES:
01 — 02 August 2011

TRAINER:
Mr Chia Boon Cher
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SETTING UP A TRAINING AND DEVELOPMENT PROCESS FOR NPOS
Programme Code: NHRM5535

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
HR professionals in charge of staff development in NPOs. Those who do not have a dedicated training
function or wish to enhance their current system may also attend

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Explain the connection between training and development process and the other human capital
management functions

«  Differentiate the types of training needs

»  Establish an employee development framework

«  Evaluate training programmes based on the Kirkpatrick model

COURSE OUTLINE:
Overview of training and development process
* Training needs analysis
- Organisational training needs
- Employee category training needs
- Job level training needs
» Developing a competency matrix/ dictionary
* Performance gap analysis
- Mager’s performance gap analysis flowchart
- Non-training solutions
- Data collection and compilation
*  Employee development
- ldentifying employee potential
- Building a development track
- Criteria for promotion
*  Training evaluation
- Kirkpatrick’s four levels of evaluation
- Forms and process

DATES:
11 — 12 October 2011

TRAINER:
Mr William Thien
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INSTRUCTIONAL DESIGN FOR NPOS
Programme Code: NHRM5133

TARGET PARTICIPANTS/ADMISSION REQUIREMENTS:
NPO or VWO executives who need to design training, educational and outreach programmes for their
colleagues, clients/ beneficiaries or the public

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Apply the adult learning principles in designing courses for NPOs
*  Develop an effective training programme

COURSE OUTLINE:
Adult Learning Principles
- Need driven
- Work-centred
- Experience as a resource
- Self-directing
*  Clear and concise learning objectives
« Different variety of training methodologies
- Reading and handouts
- Experiential lectures
- Discussion
- Participation training and demonstration
- Case studies
- Role plays
+ Design of lesson plans for target groups
- Objectives, content, methods and media, testing
«  Evaluation of the training programme

DATES:
27 — 28 October 2011

TRAINER:

Ms Alison Lim
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LAWS MADE EASY FOR NPOS: CONTRACTS, INTELLECTUAL PROPERTY AND

OTHERS
Programme Code: NLAW5332

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO management staff and executives who wish to know more about contract and intellectual
property law

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

+ Describe the Singapore legal system and legal framework related to NPOs

»  Specify the fundamental principles of contract law and laws governing intellectual property

* Recognise the types of business organisations and non-profit organisations and the legal issues to be
aware of when partnering with them

COURSE OUTLINE:
+  Singapore legal system
* Legal framework for NPOs
+ Contracts
- How contracts are made and terminated
- Key terms in contracts
- What to do when contracts are breached
* Intellectual property
- Whatis intellectual property and how to protect and commercialise it?
*  Business organisations
- Key legal issues for various types of business organisations

DATES:
10 — 11 October 2011

TRAINER:
Mr Steven Lim Wei Kong
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MANAGING LEGAL LIABILITIES IN TORT FOR NPOS
Programme Code: NLAW5098

TARGET PARTOCIPANTS/ ADMISSION REQUIREMENTS:

+  NPO or VWO managers, executives and social service professionals with no legal background and keen
to find out more about tort law

»  Critical for non-profit professionals in their areas of work such as case management, counselling and
children/ youth work so as to avoid serious breaches of the law

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

«  Explain the basic legal principles in key tort areas like liability for negligence, premises and defamation
+ Identify and analyse legal issues in tort law relating to the work and activities of their organisations

»  Suggest ways of managing the risk of tort liabilities in their organisations more effectively

COURSE OUTLINE:
*  Introduction to the Law of Tort
- Types of torts applicable to NPOs
- Vicarious liability for employees and volunteers
Liability for Negligence
- Duty of care owed by NPOs
- Breach of duty
- Resulting damage
- Defences to negligence claims
- Negligent counselling?
Liability for Premises
- Duty owed by occupier of premises
- Categories of visitors on premises
- Children and trespassers
Liability for Defamation
- Elements of defamation
- Defences to defamation claims
*  Managing Tort Liabilities
- Checklist for managing tort liabilities for NPOs

DATE:
07 October 2011

TRAINER:
Mr Steven Lim Wei
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CIVIL LAW FOR NPOS
Programme Code: NLAW5068

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Social service professionals and caregivers who need to provide their clients with civil law information

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« Describe an overview of the legal framework in Singapore, including an understanding of the origins
of the law, the differences between civil and criminal law, and the difference between substantive and
procedural law

« Differentiate the types of dispute resolution and their respective merits, i.e. litigation, mediation, arbitration

* Understand the litigation process, including pre and post-trial events

COURSE OUTLINE:
Overview of legal system in Singapore
- Difference between civil and criminal law
- Civil procedure
- Civil law
+  Types of dispute resolution: Litigation, negotiation, mediation, and arbitration
*  Mediation
- Community mediation centre
- Small case commercial mediation scheme
+  Small claims tribunal
+ Litigation
- Subordinate Courts and the structure of the Courts
- Litigation work-flow
- Time limits
- Pre-trial and post-trial events
- Events at the trial and its conduct
* Legal aid bureau services

DATE:
06 December 2011

TRAINER:
Mr Philip Fong
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CRIMINAL LAW FOR NPOS
Programme Code: NLAW5365

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Social service professionals and caregivers who work closely with youth and their families

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:
» Establish the essential principles of criminal law

»  Describe the common processes of criminal procedure
+  State the various sentences meted out by the court

* Recognise the various police procedures

COURSE OUTLINE:
*  Overview of criminal law
*  Criminal procedures
- Constitution, jurisdiction and powers of the criminal courts in Singapore
- Procedures to compel attendance in court
- Bail and bail bonds
- Coroner Court - inquiries into deaths
*  Types of sentences
*  Procedures
- Information to police
- Powers of investigation
- Powers of search, seizure and arrest

DATE:

To be confirmed

TRAINER:

To be confirmed
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FAMILY LAW FOR SOCIAL SERVICE PROFESSIONALS
Programme Code: NLAW5089

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Social service professionals and caregivers who work closely with children and their families

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Gain an overview of the legal framework in Singapore

* Recognise the key aspects of family law and court processes to facilitate their work with families and
children

»  Describe the constituents of family violence

« Establish the issues in custody, care, control and access to children as well as maintenance of wife and
children

» Identify the grounds in divorce and separation, and the factors influencing court’s decision on maintenance
of parents

COURSE OUTLINE:
*  Overview of the legal system
- What is the difference between civil and criminal law?
- Whatis the jurisdiction’ of a court and the different types of courts in Singapore and what do they do?
*  Family violence
- What constitutes family violence?
- Who can apply for a personal protection order?
*  Maintenance of wife and children (in a non-divorce situation)
»  Custody, care and control, and access to children
*  Divorce and separation
- Grounds for divorce and the divorce process
- Dealing with children, maintenance and property post-divorce
*  Maintenance of parents

DATES:
07 September 2011
01 March 2012

TRAINER:
Mr Yap Teong Liang
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JUVENILE LAW FOR SOCIAL SERVICE PROFESSIONALS
Programme Code: NLAW5097

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Social service professionals and caregivers who work closely with children, youths and their families

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Describe an overview of the legal framework in Singapore

* Recognise key aspects of juvenile law, court processes and types of orders in the Juvenile Court

« Establish the issues in custody and access and the programmes to help the Court decide custody disputes
+  Gain awareness of other child-related issues such as adoption, guardianship and compulsory education

COURSE OUTLINE:
+  Overview of the legal system
» Juvenile Court: Court processes and types of orders
*  Miscellaneous Child-Related Issues
- Adoption: What constitutes adoption, and the rights of biological parents after adoption
- Guardianship: What is guardianship, difference between rights and responsibilities of guardian and
biological parents
- Compulsory education

DATE:
18 January 2012

TRAINER:
Ms Lim Hui Min
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SYARIAH FAMILY LAW FOR SOCIAL SERVICE PROFESSIONALS
Programme Code: NLAW5336

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Social service professionals and caregivers who work closely with Muslim families

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Describe an overview of the Administration of Muslim Law Act (AMLA) and the Women’s Charter in
Singapore

* Recognise the key feature in a Muslim marriage and the grounds for dissolution of marriage

« Establish the issues in relation to maintenance of wife, custody and access of children and division of
matrimonial assets

COURSE OUTLINE:
*  General overview of the AMLA and the Women's Charter
*  Muslim marriage
- Minimum age for marriage and validity
- Guardians in marriage for Muslim brides
- Marriages solemnised outside Singapore
+ Divorce
- Grounds for divorce for wives and husbands
- Breach of marriage conditions (for wives)
- Divorce by judicial decree and redemption (for wives)
- Pronouncement of talak (by husbands)
- Arbitration (Hakam)
* Ancillary Issues
- Mutaah (compensation to divorced wives)
- Nafkah eddah (three months of maintenance for ex-wives)
- Children (such as custody issues, care and control)
- Division of matrimonial assets
- Recent changes in CPF laws on CPF monies and properties purchased using CPF monies
- Recent changes in AMLA empowering the Family Court in enforcing certain types of Syariah Court
orders

DATE:
25 January 2012

TRAINER:
Mr Sheik Mustafa
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INTRODUCTION TO MEDIA RELATIONS: A STRATEGIC COMMUNICATIONS

WORKSHOP FOR NPOS
Programme Code: NMGT5294

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Board members, corporate communications and public relations staff of NPOs or VWOs

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« Distinguish the different types of media and its implications to NPOs
+  Establish how the media works

» Discuss how to maximise every media opportunity

*  Deliver your message to the media

COURSE OUTLINE:
Media 101: Understanding the media landscape and why the media is important to you
* Media engagement What does it mean to you?
+  The New Media landscape: Understanding different types of media
* The media cycle: How a story gets to news
*  The Journalist 101: Friend or foe, understanding how the media work
- What do they want? What journalists look for
*  How can you maximise every media opportunity
- Engage the media to your advantage
- Media management on the ground
- Building and maintaining credibility
- Understanding specific media situations
» Delivering your message for maximum impact: Essentials of strategic communications

- Language/ style
- Presentation/ body language
- Maximising media exposure and minimising your risk

DATE:

To be confirmed

TRAINER:

Mr Viswa Sadasivan
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LEVERAGING ON SOCIAL MEDIA TO FURTHER YOUR MISSION
Programme Code: NMMR5515

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

Fund-raising and marketing professionals in NPOs and VWOs who are new to social media

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Recognise what social media is all about and how it is changing the way we reach out to donors and the
public at large

+ Define where social media sits in the marketing mix and how to implement a successful social media
campaign

«  Discuss some simple measurement of ROI on social media marketing

*  Use social media marketing monitoring tools and metrics to measure results

COURSE OUTLINE:
+  Demystifying Social Media
- What exactly is social media and why is it so popular?
- Updates on global trends and statistics on social media
- How is social media relevant to NPOs?
»  Fitting Social Media in the Marketing Mix
- Where does social media sit in the marketing mix?
- What is the nature of social media users?
- Psychographic changes in the consumers’ world today
*  Organising Social Media Campaigns
- How do you organise a successful social media campaign?
- What are some objectives of a social media campaign?
- What are the KPIs and ROI tools that you can use?
- How do you leverage on social media to further your mission/ build a loyal donor base?
- How do you successfully target niche group of donors/ volunteers through social media?

DATES:
26 August 2011
03 October 2011 (To Be Confirmed)

TRAINER:
Mr Dennis Toh
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PROGRAMME PLANNING: FROM NEEDS ASSESSMENT TO EVALUATION
Programme Code: NPOM5112

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
Programme managers, programme executives, social workers, counsellors etc, who are involved in planning
and evaluating programmes

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:
» Define the process of conducting needs assessment

»  Plan programmes effectively

+  Set measurable performance indicators

*  Conduct adequate and useful evaluation

COURSE OUTLINE:
Needs identification and asset mapping, including SWOT analysis, critical success factor analysis,
Scenario planning, and the environmental scanning methodologies using PEST and PESTLE
*  Programme planning process
*  Programme evaluation and performance measurement
- Uses of evaluation and performance measurement
- Use of indicators
- Collection and use information
- Evaluation designs and plans

DATES:
24 — 25 October 2011
10 — 11 January 2012

TRAINER:
Mr Abhimanyau Pal
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OUTCOME MEASURES: MAKING THEM WORK FOR YOU!
Programme Code: NPOM5259

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO staff who are involved in programme development and have not attended the Introductory
Outcome Management (OM) training organised by NCSS

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

+ Define the key concepts and elements of Outcome Management (OM)
»  Develop client outcomes, milestones and targets

»  Use client outcomes to drive learning and quality improvement

COURSE OUTLINE:
*  Whatis OM?

How is OM related to my work?

How to develop client outcomes and milestones?
How to use outcome data for programme evaluation?
Implementing OM

DATE:
06 October 2011 (To be confirmed)

TRAINERS: [Two trainers per run]
Ms Rebecca Tan

Ms Teo Pek Wan

Mr Mohd Ali Bin Mahmood
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RESEARCH METHODS IN SOCIAL SCIENCES
Programme Code: NRES5096

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO staff who require basic knowledge of research methodologies to manage and conduct research
projects

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Define the research designs and methodologies suitable for different research aims
«  Employ the appropriate sampling and data collection methods

» Design questionnaires and refine them using the pilot test process

* Recognise the ethics relevant to research for NPOs

COURSE OUTLINE:
*  Overview of research process
- Principles of social research
- Conceptualisation of research study
- Importance of literature review
* Research designs
- Overview of qualitative and quantitative research designs
- Inductive versus deductive inquiry
+  Sampling and data collection
- Overview of survey methodologies
*  Questionnaire design
- Dillman’s Total Design Method for questionnaire construction
- Issue of validity and reliability
- The pilot test process
«  Ethics in social research

DATES:
17 — 18 November 2011

TRAINER:

Associate Professor Paulin Tay Straughan
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QUALITATIVE RESEARCH METHODS AND ANALYSIS
Programme Code: NRES5053

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO staff who have some basic background in research and are keen to enhance their skills in
qualitative research methodology

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

« Facilitate and enhance the use of qualitative methods and design for social science research
+ Improve skills in analysing and interpreting qualitative data

«  Employ focus group approach for data collection

COURSE OUTLINE:
Introduction to qualitative research methodology
+  Types of qualitative interviews
»  Factors to consider when preparing field research
»  Conceptualisation, operationalisation and contextualisation in field research or interviews
*  Methods of documenting and recording data
*  Generating and analysing qualitative data
«  Ethical guidelines for research with participants
«  Fieldwork component with an emphasis on observational skills and interview sessions
» Actual process of data collection
« Data analysis with illustrations

DATES:
04 — 06 January 2012

TRAINER:

Associate Professor Narayanan Ganapathy
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SURVEY RESEARCH AND QUANTITATIVE ANALYSIS
Programme Code: NRES5270

TARGET PARTICIPANTS/ADMISSION REQUIREMENTS:

NPO or VWO staff who manage and conduct quantitative research projects and who would be using statistical
software for data analysis. As this is an intermediate programme, participants should have basic statistics
knowledge and preferably have attended ‘Research Methods in Social Sciences’

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

»  Perform basic data analysis

«  Examine relationships between different sets of data

«  Employ the appropriate statistical methods to interpret and analyse statistics

COURSE OUTLINE:
»  Foundation for Data Analysis
- Levels of measurement
- Descriptive statistics
- Importance of probability sampling
- The notion of likelihood in making predictions
- Normal distribution
- Central Limit Theorem
- Principles of hypothesis testing
- Analysing categorical and scale data
« Data Analysis
- Introduction to data entry in statistical software
- Measurements of central tendency
- Hypothesis test with means
- Analysis of nominal and ordinal level data, including scale data

DATES:
08 — 09 December 2011

TRAINER:

Associate Professor Paulin Tay Straughan
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INTERNET SAVVINESS FOR SOCIAL SCIENCES RESEARCH - NEW!
Programme Code: NRES5635

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO staff who wish to become better researchers on the Internet and a careful user of digital
information

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Recognise how internet search tools work and use them more effectively
» Locate relevant information using academic databases

«  Evaluate content found on websites

*  Write better literature reviews

»  Cite research materials correctly to avoid plagiarism

COURSE OUTLINE:

The Internet search tools

- Search engines

- Subject directories

- Subject gateways

- Metasearch
+  The academic databases

- How they are organised and how to search them?
«  Evaluate websites and identify quality information
+ Rationale, goals and content of a literature review
»  Cite research materials in a bibliography accurately

DATE:
07 December 2011

TRAINER:

Mr Narayanan Rakunathan
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BETTER MINUTE WRITING FOR NPOS: (ENHANCED! — INCLUDES BOARD
MEETING MINUTES)
Programme Code: NCOM5060

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO staff who are required to write the minutes of meetings

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* ldentify the responsibilities of the minute-taker

Recognise the purpose of meetings and the duties of various members
Organise and present information effectively in minutes

Apply the different styles of writing minutes

Avoid the common grammatical errors in minutes writing

COURSE OUTLINE:

»  Thefundamentals (includes legal requirements, role of the minute-taker, purpose and contents of minutes)
+  Before the meeting (includes preparation, agenda and note-taking skills)

«  During and after the meeting (includes summarising, negotiating, translating notes and action items)

DATES:
22 — 23 February 2012

TRAINER:

Ms Nicole Stinton
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Ms Lorraine Kwek
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FACILITATING EFFECTIVE MEETINGS AND DISCUSSIONS
Programme Code: NHRM5054

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO executives who need to conduct, facilitate and mediate in meetings and discussions

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

» Facilitate and manage group discussions with confidence

*  Summarise concepts concisely and coherently

*  Move a discussion along to achieve the group’s and organisation’s objectives
* Handle and manage deadlocks and other obstacles to the overall discussion
+  Manage difficult participants to ensure a smooth meeting/ discussion

COURSE OUTLINE:
Preparing for the meeting or discussion
«  Setting the framework for the meeting or discussion
»  Making meetings and discussions more effective
» Dealing with difficult audiences
e Summarising concepts
*  Using flip charts and/ or other media
*  Preparing for major presentations
* Using probing questions to encourage positive behaviour

DATES:
13 —14 October 2011

SCHOOL OF NON-PROFITS
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EMAIL ETIQUETTE FOR NPO MANAGERS AND EXECUTIVES
Programme Code: NCOM5540

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO staff who want to write better emails

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Write emails that are structured and suitable to the varied intended readership

» Develop an awareness of the importance of writing emails, and use appropriate language for the intended
purpose

*  Write emails that are more personal and address the readers’ concerns

* Be able to understand and correct common grammatical errors

COURSE OUTLINE:
* Introduction
- Who do you work for? (Image of the organisation)
- Why do you write emails?
- The writing process
*  Organising your emails
- Structuring information
- Using sentences and paragraphs effectively
*  Writing accurately
- Common errors
- Time and tenses
«  Style and tone
- Personalising your writing
- Avoiding old-fashioned language
- Replying to ‘difficult’ emails: Complaints, when you have to say ‘No’
- Email etiquette
- Editing

DATES:
08 — 09 November 2011

TRAINER:

Ms Emma Jarman-Jones

‘ \ SCHOOL OF NON-PROFITS



- Interpreting information
- Using visuals: graphs and tables
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REPORT & PROPOSAL WRITING FOR NPO MANAGERS AND EXECUTIVES
Programme Code: NCOM5115

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO staff who want to write better reports and convincing proposals

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Write reports and proposals that are structured and suitable to the varied intended readership

» Develop an awareness of the main features of reports and proposals, and use appropriate language for
the intended reader and purpose

*  Apply the principles of effective writing to their reports and proposals in order to produce clear, concise
and effective documents

COURSE OUTLINE:
»  Structuring information
- Areport or proposal?
- Standard formats for reports and proposals
- Planning your reports and proposals
*  Proposal
- What information do | need?
- Purpose of the proposal
- Organising information logically
- Presenting information
* Reports
- Organising information: Structure of reports
- Write the ‘right’ report

« Putting it all together
- Checking your documents for accuracy
- Personalising your writing
- Editing your reports and proposals

DATES:
23 — 24 August 2011

TRAINER:

Ms Emma Jarman-Jones

SCHOOL OF NON-PROFITS
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W.O.W. SERVICE: SERVING SOCIAL SERVICE AND NPO CLIENTS
EFFECTIVELY
Programme Code: NPEF5127

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO frontliners/ support staff serving clients

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

»  Be proactive to the client’'s expressed and unexpressed needs

+ Handle client interactions effectively to exude personal charm, enthusiasm for your client and increase
your personal effectiveness

+ Diffuse difficult client situations

COURSE OUTLINE:
»  Exceptional service to clients
- Client’s expressed and unexpressed needs and expectations
- Understanding client’s decision making process
- Importance of focusing on the client's changing and rising expectations
« Taking ownership
- Sense of personal ownership in solving problems and delighting clients
- Replacing negative impressions with positive ones for desirable behaviour
- Understanding how a professional image influences the perception of service quality
* Relating with clients
- Using service language as caring and responsible service providers
+  Managing difficult situations
- Listening to content, intent and emotion through effective empathetic communication
- Building trust through language of agreement in difficult situations

DATES:
29 — 30 September 2011

TRAINER:

Ms Seow Bee Leng
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SAY HELLO TO SERVICE EXCELLENCE: EFFECTIVE TELEPHONE HANDLING
TECHNIQUES (SOCIAL SERVICE AND NPOS)
Programme Code: NPEF5118

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:
NPO or VWO frontliners/ client service support staff

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

*  Acquire a confident mindset in handling telephone transactions

» Use the right choice of words, voice and other-centred listening to project a professional image

* Acquire techniques in handling emotions, difficult situations and service recovery over the phone

COURSE OUTLINE:
*  Mindset of the telephone service personnel
- Three aspects of the making of a service professional
- Positive first impressions
*  Modulation over the telephone
- Different components of voice and the effect of modulation to give the personal touch and ‘smile in
your voice’
- Techniques to improve the various aspects of modulation
* Message: Use of service language
- Use of Service Language to show care for clients and to project a professional image
Method: Handling phone transactions
*  Managing difficult situations
*  Moving forward
- Integrating behavioural service guidelines to applications

DATES:
08 — 09 November 2011

TRAINER:

Ms Seow Bee Leng

SCHOOL OF NON-PROFITS
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HANDLING DIFFICULT SOCIAL SERVICE AND NPO CLIENTS
Programme Code: NPEF5092

TARGET PARTICIPANTS/ ADMISSION REQUIREMENTS:

NPO or VWO client service frontliners and other staff who have to serve clients

LEARNING OBJECTIVES:

Upon completion of the course, participants will be able to:

* Recognise the triggers that spark off difficult situations

« Diffuse difficult client situations through understanding clients’ needs to achieve positive outcomes
* Use essential strategies to gain buy-in and build relational capital with difficult clients

+  Design an action plan to prevent unnecessary service breakdowns

COURSE OUTLINE:
+  Getting to know the difficult clients
- Recognising and responding appropriately to different clients’ needs and expectations
- Overcoming biases and assumptions we may make about others by adjusting our perception
- Understanding and examining own behaviour in relation to others
»  Developing Opportunities for positive action
- ldentifying your interaction style in difficult client situation
- Changing your attitude and behaviour to influence positive outcomes
- Understanding the client’s needs and framing your communication method accordingly
«  Specific techniques in dealing with difficult behaviour
- Blending to reduce the differences
- Other-centred listening to build relational capital
- Positive words to engage client’s goodwill
- Avoiding argument and being the expert

DATE:

To be confirmed

TRAINER:

Ms Seow Bee Leng
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CONTACT US

If you have any queries on training matters, course information or suggestions, please do not hesitate to
contact us.

SOCIAL SERVICE TRAINING INSTITUTE
The NCSS Academy

170 Ghim Moh Road #01-02

Singapore 279621

Tel: (65) 6210 6688

Fax: (65) 6463 1078

Email: ncss_ssti@ncss.gov.sg

Website: www.ssti.org.sg

Course details and dates are correct at the time of publishing and may be subjected to changes.
For the latest schedules, please visit www.ssti.org.sg
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